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LESSON 01 
 

WEBCM Screen Navigation 
 
Objectives 
 
This lesson demonstrates ways of navigating around WEBCM Windows. At 
the completion of this lesson, the participant will be able to: 
 
• Login to WEBCM 

 
• Navigate through Project View 
 
• Favorites 

 
• Navigate through Personal View 
 
• Change Password and User Information 

 
• View Action Items 
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Starting WEBCM 
 
• Open the internet explorer. 
 
• Type the following URL address: [www.primecontract.com] 
 

 
 
• The following window will appear. 

 
 
 
 
 
 
 
 
 
 
 

 
• Type your user ID <xxxxxxxxx> [1] 

 
• Type your Password <*********> [2] 

  
• Click   [3] 
 
• With this login, the user will have access to their projects.  
 
• Warning:  20 Minute intervals of inactivity will Log Out the user! 
 
• Note: If you do not have a user name, see Lesson 05 for details. 
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Starting WEBCM (Contd…) 
 
 
The Projects window will appear. 
 

 
 
• Your projects will be listed?????? 

 
• When the user is added to a project, they will be able to view more 

information based upon their assigned role (i.e. Superintendent, QC 
Manager, and Project Manager). 
 

• Getting access to a project is coordinated through each ROICC office. 
Please contract your project engineer to get access to WEBCM. 
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Projects View 
 
• Displays information about projects that the user plays a role (Project 

Manager, Superintendent, QC, etc.). [1] 
 
• When you login to WEBCM, you will see the project . 
 

 
 
 
• The user is assigned a Role for each project allowing various levels of 

access. [1] 
 
• Guest Role:  This is the default role in which the user is given access to a 

project in a “read only” capacity. 
 
• Member Role:  This role is for those users participating in the project      

such as the Superintendent, Project Manager, and others.  A member has 
certain rights that will allow for project participation.  The member can 
initiate RFI’s, Red-Line Drawings, create QC Reports, all depending on 
their assigned Member role.     
 

•  From this window select the project “!NAVFAC Internal Training 
Project 1” by clicking on it. [2] 
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Projects View (Contd…) 
 
• The “!NAVFAC Internal Training Project 1” project window will appear. 
 

 
 
 
• Contents of this window and associated folders will be discussed in later 

lessons.   
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Favorites 
 
You can bookmark your projects so that the projects can be accessed very 
easily through your Internet Explorer. 
 
To add a project to your list of Favorites pages:  
 

• Go to the project that you want to add to your Favorites list  
 
• On the Favorites menu, click Add to Favorites  
 
• Type a new name for the project 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
To open one of your favorite pages, from the Favorites menu on the Internet 
Explorer, click the page you want to open.  
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Personal View  
 
• Personal View is the user’s own exclusive view in WEBCM. 

 
• Personal View provides a personal storage area that is not associated with      

a project. 
 

• No other user can access what is stored in the user’s Personal View.  
 
• From the current view, click on Personal View. [1] 
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Personal View (Contd…) 
 
 
• The following window will appear. 
 
    

 
 
 

• To ensure that all Action Items, Shortcuts, and Personal Files can be 
viewed, click on Expand all. [1]  
 

• An alternate to using the Expand all and Collapse all icons is to click 
on the blue arrows next to each heading. 

 
 

 
 
 
 

• Personal Files is a private storage location for the user.  The user can     
store any personal files in this location. This can not be viewed by 
others.  This is the private secure area for the user. 
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My Contact Information 
 
• To change contact information, user ID, and                                     

password, click on My Contact Information. [1] 
 

 
 
 

• The following window will appear. 
 

 
 
 

• Click   [1] 
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My Contact Information (Contd…) 
 
• The following window will appear 

 

 
 
 

• Make changes as appropriate. 
 

o User ID 
o Password 
o Question 

 
• Click   
 
• Click         to cancel update. 
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My Contact Information (Contd…) 
 
• Click    
 
 

 
 
 
• Make changes as appropriate. 

 
• Click   

 
• Click     to cancel update. 

 
• Click on  from “My Account” Window 
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Action Items 
 
 
• The user will be sent back to the Personal View Window. 
 

 
 
• All your action items appear under Action Items Category. 

 
• Processing Action Items will be discussed throughout the manual. 

 
• Action items also can be accessed through project page. 

 
• Click on Projects link [1].  Then from the Projects page, click on  “ 

!NAVFAC Internal Training Project 1 ” 
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Action Items (Contd…) 
 
• The “ !NAVFAC Internal Training Project 1 ”project main page will 

appear. 
 

 
 
 

• Contents of this window and associated folders will be discussed in a 
later lesson.  
 

• Click on more from the “tasks” box to view the complete list of Action 
Items. [1] 
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Action Items (Contd…) 
 
• The following window will appear. 
 

 
 
 
• Processing Action Item will be discussed throughout the Manual. 
 
• Click on the “Return to Previous” link to return to the Projects View. [1] 

 
• When a link is provided, use the link instead of clicking on “Back” 

navigation button [2] 
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Reports 
 
 
 

• The project window will appear. 
 
 

• R
e
p
o
r
t
s
 
are discussed in lesson 3. 
 

• Reports features will be available for contractors towards December 
2004. 

 

Training Project 
 
 
You will use the “!NAVFAC Internal Training Project 1”  throughout the 
training. Please bookmark this project. 
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